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How to Assign a Preparer

Step 1

From the CalATERS web site at
http://www.sco.ca.gov/calaters global.html
Under Global Sign In, click CalATERS Global.
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The California Automated Travel Expense Reimbursement System has been enhanced to
meet the various needs of the State and industry standards. We welcome you to CalATERS
Global
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User ID: |

Password: |
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Having trouble logging in? Click here for assistance
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Key User ID and Password.

Then click ﬂ‘.

Please enter your logon information below and click the Logon button to
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Prepare Sign Out

The Work Queue screen will display. On the
top of the Work Queue screen, click on the

Profile

icon.
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ij Profile Information

User Identification |

User ID: [SCOEEZ
\Mﬂnal Account Information |
Lastname: [Red
Firstrame: [Soma
Middlle initial: l—
Email address: m
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Profile screen will display. Click on

OPtOns | 1y tton.
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On the Options screen, click on the
. Prepare for |

tab. Key the name of the
Preparer in the Last Name field then click on

Look Up |
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One or more employees matching the last
name will display. If names match use the email
address to determine the correct Preparer.

Click on your Preparer's name, then click
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Step 7

‘ Options

% Custom Settings [ 4 Prepare for | 4 Submit ﬁ:|r| =3 Paaswurdl

‘a Select person(s) to prepare forms for you.

Last name: Laok Up

Enter last name or first few letters, then clide 'Look Up' button,
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Step 8

Options

&% Custom Settings |4 Prapare for | {4 Submit for | =3 Password |

a Select person(s) to prepare forms for you.

Last harme: | Lok Up

Enter last name or first few letters, then click 'Look Up' button,
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Done I

Verify the name identified on the screen then

click ___Ade |

Done

Preparer’'s name appears in the Preparers box.
Repeat Steps 5, 6 and 7 if assigning additional

Preparers. When completed click— 22

Step 9

Profile Information

ij Profile Information

| User Identification

User ID: [SCOEE2

Persaonal Account Information

Last name: ﬁed

First name! [Sonia

Middle initial: |

Email address: |rson1a@sco.ca‘qav

Click__bare_|
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The Preparer(s) you have authorized will now be able to prepare a request on your behalf.




